Recruitment Procedures M anual

Merit System Posting Options (Ref. Merit Rule 6.1)

Three options are provided for when posting a vagas detailed below:

1.

In-House: within the same department which is referredgan-house or intra-
agency. This option provides for all merit systemployees within a department
to apply. Employees in the department who aremwasit system employees are
not eligible to be considered for these types bfgostings unless they have
return to merit system rights for this specificagg Non-merit employees are
initial probationary employees in a merit positicasual/seasonal employees,
non-classified or exempt (non-merit) employeedidhappointments to state
employment with limited term status (no merit sttare not eligible for in-house
postings.

Merit Only: within state merit system agencies which ismrefto as inter-
agency and shows on the job posting as Merit Ofilyis option provides for all
merit system employees from any merit system agemeapply. Employees in
state agencies who are not merit system employea®oaeligible to be
considered for these types of postings unlessiiaeg return to merit rights.
Non-merit system employees are initial probatioremployees in a merit
position, casual/seasonal employees, non-classifiedempt (non-merit)
employees. Initial appointments to state employmaetit limited term status (no
merit status) are not eligible for merit only pags.

Open Competitive: allows any individual to apply whether or notuarent state
employee. In order for initial probationary empeg in a merit position,
casual/seasonal, non-classified or exempt employgkeut return rights to be
considered for a vacancy, the posting must be dsrapen competitive.

Note: Merit system employee means an employeeisvbovered by the Merit System
and has completed the initial probationary period.

Once a job posting is initiated using one of thetimg options for merit vacancies, the
hiring process must be completed. (Ref. M.R. Chepjte
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Specialized Posting Options

Exempt (non-merit): vacancies for positions that are exempt from thatregstem and
comparable to a merit class will be posted usiegnierit class specification information.
Merit class job requirements will be used to scragplicants unless the agency requests
the applications not be screened. If a requesbéas made not to screen applications,
vacancies will be posted using an HRM approveddgdrription developed by the
agency.

» Exempt positions do not have to be posted.

» Exempt positions, if posted, are done as open competitive.

Limited Term: in accordance with Merit Rule 10.1 “Limited termp@intments are
permitted when a merit vacancy exists that is hat @ntinuing nature, but is projected
to exceed 90 days. Such vacancies may be filled fmriod of up to 1 year. The Director
may approve a longer time period. Established seleprocedures shall be followed for
filling the vacancy.” The job posting will reflenguage specific for the limited term
vacancy.

» Limited Term vacancies can be posted as in-housét only or open
competitive. If posted in-house or merit only,yonierit system employees
can be considered.

» Limited term hiring can be done from limited terab jpostings only.

Casual/Seasonal: vacancies for casual/seasonal positions, if posadl are comparable
to a merit class will be posted using the classifipation information and, merit class
job requirements will be used to screen applicantsss the agency requests the
applications not be screened.

» Casual/seasonal positions do not have to be po#tedsual/seasonal
positions are posted, any qualified applicant casddected from the entire
applicant pool without a referral list.

Classificationsin Pay Grades 1-5 (per the Delaware Code): Note that this sectiorsdoe
not apply to positions that receive federal funad are required by law to be filled
competitively.

» Positions in pay grades 1-5 can be filled withojglaposting except when
the position is covered by an authorized careatdathat has classifications
above pay grade 5 in the career ladder. If a jatipg is used, any applicant
who passes screening of the job requirements caifféred the job without
using a referral list.

Additional Screening Devices:

Any screening devices that would be used as arfattbe hiring decision require
approval by HRM. Examples include written testdfing exercises, functional
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capability evaluations, typing or proficiency tesisany other types of screening that are
not covered by the HRM guidelines or have not h@erapproved by HRM. Please refer
to theUser’s Guide for Merit System Hirirfgr the procedures to request approval prior
to posting the vacancy for a writing exercise furactional capability evaluation to
screen applicants.

Posting Rules

Vacancies to be filled through the competitive psxcare posted as individual position
vacancies. Only one job posting per budget pasitiamber is normally permitted.
Exceptions are permitted if they meet the followangeria:

* Jobs have the same class code.
» Jobs have similar or same job duties.
» Jobs are located in the same county or in the @ityilmington.

The examples which follow show how posting andmrefdists will be handled in
different situations for multiple vacancies:

1. Same location, same/similar job duties and sameghmanager. There will be
one job posting and one referral list.

* Manager Smith has 3 vacancies for Administrativecsgist | and all three
positions do essentially the same type of workequire essentially the same
competencies or knowledge, skills, and abilities.

» All vacancies are located at the Haslet Building.

2. Same location, same/similar job duties but diffefénng managers. There will
be one job posting and one referral list.

* Manager Smith, Manager Jones and Manager Laneheaeha vacancy.

» Each manager has at least one vacancy for a Sboikler.

* All vacancies are located at Herman Holloway Campus

» All three managers have agreed to sharing there¢fiest and conducting joint
interviews.

3. Different locations within same county or City ofilvkington (not to exceed 5
locations), same/similar job duties and same hinvagnager. There will be one
posting and separate referral lists filtered adogytb the locations in which
applicants have expressed an interest.

» Manager Smith has 3 Administrative Specialistdtancies, each one at a
different location in New Castle County.

» One vacancy is located at the Herman Holloway Canpuoe vacancy is at
Emily Bissell and one at Cambridge.
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4. Different locations in the same county or City ofivington (not to exceed 5
locations), same/similar job duties, and diffedeining managers. There will be
one posting and separate referral lists filteremeding to the locations in which
applicants have expressed an interest.

* Manager Smith, Manager Jones and Manager Laneheaghat least one
vacancy for Administrative Specialist I.

* Manager Smith’s vacancy is located at the Haslatgky, Manager Jones’
vacancy is located at the Duncan Center and Manages's vacancy is
located at Silver Lake Plaza.

5. Different locations in different counties or Cit{yWilmington (not to exceed 5
locations), same or similar job duties and diffémr@anagers. There will be one
posting for the Kent County locations and a retdisafiltered according to the
locations in which applicants have expressed isteneKent County. There will
also be one posting for the Carvel location wittoaresponding referral list.

* Manager Smith, Manager Jones and Manager Laneheaeha vacancy for
Administrative Specialist I.

* Manager Smith’s vacancy is at the Carvel Statec®ffiuilding in the City of
Wilmington.

* Manager Jones’ vacancy is at the Haslet Buildingent County.

* Manager Lane’s vacancy is at the McArdle Buildinddent County.

6. Different locations in the same county or City oilMington (not to exceed 5
locations), different specialty areas and diffet@ning managers. There will be
one posting and separate referral lists filterembeding to the locations in which
applicants have expressed an interest. Notelibageparate locations will
correlate with the different functional areas fdrigh applicants have expressed
an interest.

* Manager Smith, Manager Jones and Manager Laneheaghat least one
vacancy for Human Resources Specialist I.

* Manager Smith’s vacancy is located at the Haslatgky, Manager Jones’
vacancy is located at the Duncan Center and Manages's vacancy is
located at Silver Lake Plaza.

» Each vacancy is for a different functional areg,,éMlanager Smith’s vacancy
is for benefits administration, Manager Jones’ wagas for classification
analysis, and Manager Lane’s vacancy is for empéoyrservices.

Posting Career Ladders

Criteriafor posting multiple levels on onejob posting:

» Posting multiple levels of a career ladder willuzq that the career ladder be
classified as hard to fill, defined as receivindeStve Market Variation
(SMV).
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For career ladders not covered by SMV, HRM appreedquired to post for multiple
levels in the career ladder. There must be a dparational need for such a posting
based on past recruitment experience or relatediteent experience. For example,
past recruitment indicates few if any applicatians received and found qualified for the
higher level while the lower level attracts moralified applicants although the number
of applicants tends to be low.

Posting Time Frames (Ref. Merit Rule 6.2 as currently amended to reflect posting

for aminimum of seven calendar days.)

Opening/Closing Dates

Opening and closing dates must capture a minimumaafiendar days and may
include holidays and weekends.

You cannot shorten the amount of time a postirepisounced once it has been
placed on DEL. However, for purposes of placinglayees for administrative
reasons in accordance with legal mandates, thetirean close a posting prior
to the closing date. All applicants will be nagdi that the posting has closed.
You can cancel a posting if the position will netfilled. Applicants must be
notified of the action taken with the posting.

You cannot change substantive job posting inforomatvhile a posting is open
that would have the effect of altering the appltgaool. If the job posting is
changed in any way for any substantive informaexcept extending the closing
date), the posting will be closed. Applicants dtdae notified of the specific
change and directed to reapply to an updated gpststill interested in the
position. Applicants who signed up for interestdsawill receive notification of
the new job posting and may apply based on thetagdaformation.

Jobs will not be posted before the opening date.

The maximum time frame for postings is 180 dayke faximum posting is only
to be utilized for hard to fill positions. These a@lefined as on Selective Market
Variation (SMV) or have HRM approval to post (seleM approved list). The
maximum time frame postings cannot be extendedihaytcan be reposted in
DEL for another 180 day$&or Direct Hire and Hard to Recruit job postindme t
posting can be closed once you have received autepdf a job offer to fill the
position. Applicants must be notified of the anttaken with the posting.
Closing dates can be extended prior to the postogjng date. Once a posting
has closed, the date cannot be extended, andldntice process must be
completed with the referral list generated fromphbesting. Applicants are notified
of extended job posting closing dates via the jakus board in DEL.

Extensions of postings are appropriate when thebeumf qualified applicants
that have applied is insufficient. There is no titoithe amount of times you can
extend a closing date as long as the posting datesxeeed 180 days.

Note: Please keep in mind that HRM Compensatioid&ines define a critical
shortage of applicants as less than five qualdiggdlicants on an open
competitive referral list. For hard to fill pogitis, when critical shortage may be
a consideration for a leveling-up salary requés,gosition must be posted for a
minimum of 15 days in a variety of media sources.
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Determining the Posting Time Frame

All jobs should be posted for seven days unless:

* The job code is classified as Hard to Fill.

» Past recruitment efforts clearly indicate that pagstor seven days did not
provide a sufficient applicant pool for this jolass.

* The job is being advertised through other mediathadiming of the
opening/closing dates needs to correspond witladvertisement.

Remember that extending closing dates may resuédgeiving more than 30
qualified applicants. This then requires the depelent and/or rating of all
applications for scoring and ranking purposes. nrBheugh more than 30
applicants may qualify, only 30 can be placed @r#ferral list (in addition to
any with scores tied to the B@core). To prevent slowing down the hiring
process, the extension of closing dates shouldhe gidiciously.

Selectives (Ref. Merit Rule 6.2.3)

A selective requirement is defined as “any eduaati@ining and/or experience
not specifically indicated in the job requiremeaots class specification that are
required as they are considered job related arehgakfor effective performance
in a specific position at time of hire.”

The purpose of a selective requirement is to adclmumequirements that are
essential for job performance in a particular positvithin a class but not
required for all positions within that class.

Selective requirements must meet the same leggbiafiessional standards as other job
requirements and must meet the following standards:

Valid. In order to determine validity, the selectivgueement must be job
related and absolutely essential for successfupgformance.

Needed at Entry Requirements that cover knowledge, skills antitigls that can
be acquired or learned on the job in the custorparipd of training or a
reasonable period of time should not be includea selective.

Essential to JalSignificant core, essential functions of the joat are directly
linked to the primary purpose of the position. Ylaee usually indicated by the
majority or a significant amount of the time spentthem or they are of a critical
nature to operations.

Operationally Neededperational need is based on current staffingue®s.
The lack of staffing resources with the particidaowledge and skills to perform
the work can be justification for adding selectiequirements for a position at a
particular point in time.

Discernable from ApplicationsThe selective requirement must be clearly writte
and a factor that can be screened from an appulicati
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A selective must be a requirement not covered bifilRN approved screening device for
that classification. It must be non-specific tdd»eare, an agency, system or program.
There may be exceptions in some cases for in-hauserit-only job postings. They
must be consistent with the class specificationthedevel of work described for the
class/position for which you are recruiting.

Requests for HRM approval of selective requiremaet to include the following
justification/documentation:

» A brief summary or list of job duties not alreadygluded in the job specification.
» Explanation of how the selective requirement isifiesl based on the job duties
and operational need.

Applicationsfor Employment (Ref. Merit Rule 6.3)

* Online applications received require applicantsetd and agree to a statement
detailing their responsibility for providing accteaand honest information. The
consequences of any misrepresentation are indicdtiee online application
constitutes an application signed by the applicant.

* Upon receipt of an on-line application, DEL willngkan email to the applicant
confirming receipt of their application.

» Applicants are notified of the results of screerfimigthe job requirements.

» Applicants are notified of the results of screerfimigthe job requirements after
the posting closes and before issuance of thera¢fest. For 180 day job
postings, the applicants will be notified before/her name is issued on a referral
list.

» State of Delaware paper applications are acceptlydfar casual/seasonal
employment when the jobs are filled without postiaythe DEL online
recruitment system.

» Career ladder promotion forms are to be completeassess job requirements and
promotional standards.

Screening and Ranking Applicants (Ref. Merit Rule Chapter 7)

HRM approval is required for administering a wrgtiexercise prior to posting for
the vacancy. Writing exercises are appropriatgdios involving a significant
amount of narrative writing. The writing exercisaised to assess writing skills.
Please see thdser’'s Guide for Merit System Hirirfgr the writing exercise
template. http://www.delawarepersonnel.com/policies/

» All applicants who pass screening of job requirethi@ne placed on an eligibility
list from which the referral list will be generatetf there are less than 31
candidates and a written examination is not reguicandidates are listed on the
referral list in alphabetical order.

OMB/HRM-revised 07.2010



» If there are more than 30 qualified candidatesanditten examination is not
required, a rating of training and experience @gined to score and rank
candidates.

» Written test scores are valid for the life of tkestt

» Applicants requesting to retest are eligible teettle test 120 days from the date
the test was last taken.

» Exempt from Written Tests:

» Employees reclassified to a classification reqgi@nwritten test.

» Applicants eligible for reinstatement applying faositions in the same
class which they last held.

» Transfers applying for the same class as the jdsdhey hold.

» Employees applying for reassignment from one diaasion to another in
the same pay grade or lower which uses the same tes

* The score from a written examination is used tewmeine rank order unless the
exam is pass/fail only.

* A previous state employee who successfully comgltte initial probationary
period may request reinstatement within two yeamfleaving the classified
state service in good standing. When an agencywescsuch a request, the
reinstatement candidate shall apply for the cllasg previously held via Free
Names in DEL. The agency then has the discretiditl ®ovacancy with the
reinstatement or post to obtain additional names.

* When reinstatements and transfers apply to a jesbmpfor the same
classification and do not pass screening, the sorgeesults will be reviewed by
HRM to ensure accuracy of the screening. (Ref M(R6 and 10.6.1)

* Voluntary Demotions that apply to job postings seceeened for meeting job
requirements. (Ref. 10.5) Voluntary demotionthim same class series will be
considered additional names to the 30 candidatesreferral list.

» Selective Placement candidates submit applicatiamBree Names. Agency HR
should check under the Free Names section pripradcessing a request to post to
determine if there are Selective Placement canesdatailable. The hiring
manager should review those applications priorostipg. If they wish to hire a
Selective Placement candidate, no further postingterviewing is required.

Referral Lists (Ref. Merit Rule Chapter 8 as currently amended to reflect limit of
30 candidates on a list and the elimination of tie breakers)

» Prior to filling a vacancy, a Requisition approusdthe agency must be
submitted to HRM. HRM will review and approve resjtions and post jobs
through DEL.

» No merit vacancy can be filled without an appro®Regjuisition unless it
otherwise meets one of the exceptions defined élsenin this document.

» Coordinate with HRM for posting opening/closingetatvhen you will be placing
advertisements.

» Applicants who pass screening will appear on agitslity list.
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The referral list is generated from the eligibiliist and distributed to the hiring
manager electronically by the agency HR Officeindjrcan be done without
referral lists for pay grades 1-5 (per Delaware €odless federal funding
requires competition or the gtion is part of a career ladder that goes abowe pa
grade 5), Direct Hires, casual/seasonal hiressatettive placement program
applicants. Former merit employees enrolled in presdiously deemed eligible
for the Long-Term Disability Program may, when atlie and appropriate, be
placed by the Office of Management and Budget yraarit position, for which
they qualify without a certification list, as loag the pay grade does not exceed
their pay grade at the time of their acceptanazamid eligibility for the Short-
Term Disability Program.

The job posting dictates the type of referral liSpecifically,

A merit only job posting will result in a referrlidt of applicants who are merit
system employees.

An in-house posting will result in a referral ledtapplicants who are merit
employees of that agency.

An open competitive job posting will result in deeal list of all possible types
of applicants.

Limited term hiring can be done from limited teratjpostings only.

Active Referral Lists:

A referral list will not be issued until after tipesting closes including any
extensions of that posting.

A referral list is active until the position isléd or the referral list is rejected in
its entirety.

If a job offer cannot be made for the position witB0 days from the date the
referral list was created, the position can be seggbwith approval from the
Director as supported by a written request fromafpency explaining the
extenuating circumstances such as a hiring freebeayget restrictions. In those
cases, the referral list will be deactivated angliapnts notified (via the DEL
template notice) that they can reapply to the nestipg using the “notify me”
feature in DEL.

Only the qualified applicants who applied to thedfic job posting will appear
on the referral list. For example, if a job wasteadl in-house and reposted open
competitive, the names from the in-house postimmpotbe added to the open
competitive posting (unless the applicant reappbethe open competitive
posting).

Lateral transfers, reinstatements and voluntaryadiems will be screened and
placed on the referral list in accordance withrttexit rules and are considered
additional names to the 30 candidates on a refiestallransfers and voluntary
demotions are required to be merit employees ®ptirposes of this procedure.
A referral list will not contain names of applicantho applied to a posting for a
different vacancy (different budget position numier a different hiring
manager. For example, if hiring manager Smithéheacancy and hiring
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manager Hill has a referral list from which Smitas to hire, this is not
permitted. An exception applies when there waagiteement between or among
managers to use one job posting for multiple vaesraccording to the job
posting rules for multiple vacancies.

» The same referral list can be used to fill a subsatjvacancy for the same class
title, for the same hiring manager, for the sanoation as long as the list was
created within the previous 90 days. There imit to the number of vacancies
that can be filled from one referral list. Refétists cannot be used to fill
subsequent vacancies if the job posting containfedmation that would not be
true and accurate for the subsequent vacancy.

Rejection of Referral Lists:

» The referral list will need to be canvassed aneated in its entirety prior to
reposting or issuing a subsequent referral lighftbe original job posting.

» If areferral list is rejected, a reason for rejectagh and all of the names
on the list is required even when the positionasfiled. Reasons for
rejecting each and all of the names on the reféstare not required
when a hire is made from the list.

* All candidates on a referral list, regardless ef tiumber of candidates,
will be considered for filling the vacancy priortgjecting the entire list
even if there is only one candidate on the reféistl

* In no case will a job be reposted until all apptisafrom the job posting
and eligibility list have been placed on a refelisiland considered for the
vacancy. For example, if a job was posted as @mnpetitive and more
than 30 applicants are qualified, a second reféistalvould need to be
issued, canvassed and rejected in its entirety®eéposting the vacancy.
The Director may approve reposting or, when add#tiovacancies
occurred after the posting closed, issuing a rafdéist from the next 30
candidates or remaining candidates if less tham88upported by a
written request from the agency explaining the rx#ging circumstances.

* Reasons for rejecting a candidate are capturedinddch as “Declined
Job Offer”, “Unable to Contact” and so forth.

* Where there is no requirement to interview everyoméhe list, a reason
for not interviewing a candidate can be based mview of the
application alone.

» Job Related Reasons are defined as:

* The candidate’s education, training and employrhestory are not
sufficient for the candidate to meet the requiretm@h the position
upon entry. The reasons must be stated in spéeifics, i.e., what the
job requires and what the candidates lack. Plesseto theJser's
Guide for Merit System Hiring.
http://www.delawarepersonnel.com/policies/

* The interview indicates that the candidate isangood fit with the
organization based on work assignments. This ristated in
specific terms and be documented based on behdketra/ould
preclude the candidate from being able to perfdreniaob successfully.
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For example, when a candidate exhibits particularpersonal skills
that are not suitable for working with the publit & daily basis, note
those behaviors in relation to what is requiredranjob. Once the
agency HR office reviews and approves the rejeaidhe referral
list, the job can be posted if there are no carndgleemaining on the
eligibility list to place on a referral list. Thgpe of posting can be the
same or for an expanded recruitment field. Forgte, if a job was
posted as Merit Only, the referral list needs tadjected in its entirety
prior to receiving approval to post Open Compegitiv
» For jobs allowed to be posted for the maximum tnaeie (Ref. posting time
frame), a referral list does not have to be repeptdor to issuing subsequent
referral lists.

Veterans
» Applicants who are veterans and have not yet obtanmerit system position
will be awarded additional points as follows:
» Five additional points will be given upon prooffadnorable discharge as
indicated by a legible copy of Form DD214.
» Ten additional points, rather than five, will be@n if there is evidence of
disability (VA letter indicating percentage of disiay).
» Preference shall be granted only in the form ohfsoio be added to earned
ratings in examinations.
» Upon initial hire, HRM must be notified to updatetsystem in order to
prohibit the use of the additional points beyonelittitial hire.
» The DD214 form(s) must be received at HRM officgshe close of business the
next work day after the closing date on the postingrder to receive the points.
» HRM will record verification of such information e system where it will
remain and can be used to verify the requiremerfutare applications from the
applicant until the applicant is hired by the state
» Veterans requiring additional information regardidg214’s or eligibility should
be directed to contact Veterans Affairsvatw.va.govor to contact their office
toll free at 1-800-827-1000.
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